The Commttee to Approve Schedules for the
Retention and Disposition of Official State Records
The “State Records Committee”
Minutes for October 21, 2020

1: Call to Order, Welcome, Roll Call

The meeting was called to order at 1:18 pm. The meeting was held through teleconference per Governor Sisolak’s issued
Declaration of Emergency Directive 006 regarding open meetings during the COVID-19 pandemic.
Committee Members:

Kimberley Perondi, for Barbara K. Cegavske, Secretary of State — Present

Jerry Lindsay, Governors Appointee — Present

Harry B. Ward, for Aaron Ford, Nevada Attorney General — Present

Tammy Westergard, Division Administrator, Nevada State Library, Archives and Public Records — Present
Maureen Martinez, for Laura Freed, Director for the Department of Administration — Present

Alisanne Maffei, for David Haws, Administrator, Enterprise Information Technology Services — Present

Staff:

Sara Martel, State Records Manager, Nevada State Library, Archives and Public Records — Present
Bobbie Church, Senior Records Analyst, Nevada State Library, Archives and Public Records — Present
Heather Hahn, Senior Records Analyst, Nevada State Library, Archives and Public Records — Present
Lewis Martin, Administrative Assistant II, Nevada State Library, Archives and Public Records — Present

Guests Present:

None

2: Public Comment
Comment may be limited to 5 minutes at the discretion of the Chair.

There was no public comment made by mail, email, or telephone leading up to or during the meeting.

3. Attachment A. Review and Approve the Minutes for September 9, 2020

Discussion and Vote:

The minutes were approved as presented. The motion was made by Harry Ward and the second was by Alisanne
Maffei. The vote was unanimous.

4. Attachment B. Proposed New RDAs for Agency Specific Records Retention Schedules

1. The Medical Examiner’s Board

1. Tite: Medical Malpractice Reports — No Action Taken RDA: 2020002


https://nsla.nv.gov/ld.php?content_id=53176632

Description:

These records document reports submitted to the Board regarding medical malpractice where no action is
taken by the board to investigate the claim. The records may include but are not limited to: reports submitted
by insurance companies, reports submitted by physicians, associated documentation, and related
correspondence.

Authorized Retention:

Retain for ten (10) calendar years from the end of the calendar year in which the report was submitted to the
Board.

Recommended Disposition:

Destroy Securely

Agency review:
The appraisal is supported by the Records Officer and the Deputy Executive Director of the Medical Examiner’s Board.

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for New RDA 2020002:
Staff recommends the addition of this records series to for the retention and disposition of malpractice reports that do
not tise to the level of a malpractice investigation (General Schedule RDA 2006054 Licensing: Professional and
Occupational Licensing — Investigations) in compliance with:
NRS 630.3067 Insurer of physician required to report certain information concerning malpractice;
administrative fine for failure to report.
NRS 630.3068 Physician required to report certain information concerning malpractice and sanctions imposed
against physician; administrative fine for failure to report; reports deemed public records.
The retention period of 10 years is to ensure compliance with NRS 630.173 which provides the Board with a 10 year
period of time when considering an individual’s application for licensing as it relates to malpractice.

Discussion and Vote:

The proposals in Attachment B were approved as presented. The motion was made by Harry Ward and the second
was by Alisanne Maffei. The vote was unanimous.

5: Attachment C. Proposed Modification RDAs for Agency Specific Records Retention Schedules

1. The Medical Examiner’s Board

A. Title: Applications - Denied, Incomplete or Withdrawn RDA: 2006112

Description:

TFhis These recordssertes documents the application process for licenses and certificates which have been denied due to
incompleteness, those deemed unqualified, or for other reasons (See-NRS ehapter630 and NAC ehapter 630). The
records file may include; but are is not limited to: applicationss, school transcripts;, waivers;, ateeord-of
documentation offees paids, fingerprint cards, andssuppertive-doeumentation—associated documentation, and
related correspondence.

Authorized Retention:

Retain thesereeerds for aperied-of five (5) calendar years from the cnd of the calendar yczrm which tbc
application was denied or the validity petiod expired. a denia valid

theapplieation:

Recommended Disposition:

Destroy Securely




Agency review:
The appraisal is supported by the Records Officer and the Deputy Executive Director of the Medical Examiner’s Board.

NSLAPR staff recommendation:
The retention period meets administrative values.

Justification for Modification of RDA 2006112:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses all components of
the records series more accurately. Staff recommends the deletion of “date of denial or from the expiration of the
validity period of the application.” and replacing it with “end of the calendar year in which the application was denied or
the validity petiod expired.” in order to establish as more consistent and defined trigger event. In addition, staff
recommends removing “these records” and “a period of” to establish a more concise and accurate trigger event.

2. Department of Administration, Human Resource Management, Compensation, Classification
and Recruitment

A. Title: Biennial Salary Survey RDA: 2002114

Description:

Thisrecord-series-administersand-doeuments These records document the salary survey that the Department
ofPersennel Division of Human Resource Management conducts (NRS 284 175 (5)) {see ¥he—ﬁ-}es—eeﬂsis&e{—

eeﬁststs—eﬁ The rccotds ma ymc]adc bat are not 11m1tcd to: salary comparisons for 619 all employees within
the Sstate of Nevada (public and private), Zy-a Nevada employers, 3} compilations from W western Sstates,
4y occupational study classes, {5} special survey classes, and {6)= benefits comparison report, surveys, work

papers, backup-deeuments;—associated documentation, and related correspondence. NRS284175(5

Authorized Retention:
Retain thefiles for six (6) calendar years from the end of the calendar year in which the study was conducted.

Recommended Disposition:
Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Compensation, Classification and Recruitment.

Justification for Modification of RDA 2002114:

Staff recommends the additions and deletions to the description to ensute the verbiage encompasses all
components of the records series more accurately. In addition, staff recommends removing “the files” in the
retention statement to make a more concise trigger event.

B. Title: Certification Lists RDA: 1987022

Description:

These-are-thelistsof These records document eligible applicants for a position, sent to agencies for
interviews and consideration for the job opening. Fhelistis-also-used-asa The records may include but are

not Iimited to: master list of eligible persons, whichis-maintained-should-the position{orasimilarone)be

opened-again: associated documentation, and related correspondence.

Authorized Retention:




Retain these-reeotds for a-petiod-of three (3) calendar years from the end of the calendar year in which the list was
Issued. issuanee-of-thelist:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Compensation, Classification and Recruitment.

Justification for Modification of RDA 1987022:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses all components of
the records series more accurately. In addition, staff recommends removing “issuance of the list.” and replacing it with
“end of the calendar year in which the list was issued.” while removing “these records” and “a period of” in the
retention statement to make a more defined and accurate trigger event.

C. Title: Class Specification History Files RDA: 2002113

Description:

Thisrecord-seriesadministers-and-doeuments These records document the official class specification descriptions and
pay grades authorized by the Personnel Commission for employees within the Sstate Ppersonnel Ssystem. Fhefiles-alse
eontainthe The records may include but are not limited to: historical actions of changes to the class specifications,

ever-the-years—Thefilesmay-eontain: official class specifications, change forms {ClassifieationFile Maintenaneeformy),

Advantage system input documentation, aad recommendation statements (justification for changes made to the class
specifications), associated documentation, and related correspondence.

Authorized Retention:

Retain for apetied-of five (5) calendar years from the end of the calendar year in which the class was
abolished.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Compensation, Classification and Recruitment.

Justification for Modification of RDA 2002113:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses all components of
the records series more accurately. In addition, staff recommends removing “a period of” in the retention statement to
make a more defined and accurate trigger event.

D. Title: Classification and Compensation Plan RDA: 2002138

Description:

Thisrecotd-setiesis These records consist of the master charts of all pesiten-elassifieation-classes (along with the
compensation code) within the classified service of the executive branch of government asrequired-by-(NRS 284.160).



Thefileseontainthe The records may include but are not limited to: actual classification plan authorized by the
Personnel Commission (NRS 284.160 (4)), associated documentation, and related correspondence.

Authorized Retention:
Retain for aperied-of ten (10) calendar years from the end of the calendar year in which the classification plan was
approved.

Recommended Disposition:
Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Compensation, Classification and Recruitment.

Justification for Modification of RDA 2002138:

Staff recommends the additions and deletions to the description to ensute the verbiage encompasses all
components of the records series more accurately. In addition. staff recommends removing “a period of” in
the retention statement to make a more concise trigger event.

E. Title: Classification Appeals RDA: 2002115

Description:

This-recotd-seties-administers-and-doeuments These records document the appeals of employees to-deeisions-in
regarding classification or reclassification and/or pay grade decisions made by the Departmentof Personnel;
Division of Human Resource Management, or a delegated agency as found in NRS 284.165 and NAC
284.152. The documents represent the administrative hearing process and may include final hearings and decisions
made by the Personnel Commission. The files may contain: Appeal of Classification - Occupational Study forms,
appeal of Individual PBQ-PesittenDeseriptionQuestionnaire} Position Desctiption Questionnaire (PDQ)
determinations; determinationr documents with backup material -- from the Depattment-ofPersonnel Division of
Human Resource Management and/ot the Personnel Commission, administrative hearing documents, minutes

of the Personnel Commission, eetrespondenceand-related-doeuments associated documentation, and related

correspondence.

Authorized Retention:

Retain £les for three (3) calendar years from the end of the calendar year in which the elese-et final determination of
the case 1s made.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Compensation, Classification and Recruitment.

Justification for Modification of RDA 2002115:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses all components of
the records series more accurately. In addition. staff recommends removing “close or.” and replacing it with “end of the
calendar year in which the...is made” while removing “files” in the retention statement to make a more defined and
accurate trigger event.



F. Title: Compensation Schedules RDA: 2002139

Description:

Thisrecord-serieseonsists-of the These records consist of master compensation schedules that show the range of
wages within each pay grade code for the classified service required by NRS 284.180, aad the master compensation
schedules that show the approximate salaries for each unclassified title code. The-files-may-contain: The records
may include but are not limited to: master compensation chart, drafes; memos, backup-documentationand

associated documentation, and related correspondence.

Authorized Retention:

Retain for aperied-of ten (10) calendar years from the end of the calendar year in which the schedule was appreved:
superseded.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Compensation, Classification and Recruitment.

Justification for Modification of RDA 2002139:

Staff recommends the additions and deletions to the description to ensute the verbiage encompasses all
components of the records series more accurately. In addition, staff recommends changing the retention
trigger from when the schedule is “approved” to when it is “superseded” in order to create a more accurate
trigger event. This should not cause undue financial or storage strain on the agency as these schedules are
updated approximately every year. Staff also recommends removing “a period of” in the retention statement to
make a more concise trigger event.

G. Title: Examination Development and Validation Files RDA: 2002140

Description:

TFhisrecord-series-administersand-doeuments These records document the research and reviews that are done to
create and validate examinations used in the recruiting process conducted by the Depattment-of Personnel Division of
Human Resource Management Thefiles-maycontainbutisnetlimitedtor-The records may include but are not
limited to: Eists of subject matter experts, subject matter expert profiles, etes Gep*es—ef class spec1ﬁcat10ns lists of
tasks for knowledge, & skills, &-abilities, }job Aznalysis 5 ete;
Eexamination evaluations with sample testing, test category analysis, examinee evaluations, item analysis of tests, charts,
graphs, statistical analysis, reviews, eopies-oftests examinations that have been developed, associated
documentation, and related correspondence.

Authorized Retention:

Retain thisreeord-seties for aperiod-of three (3) calendar years from the end of the calendar year in which the
examinations are-+testresultingfromthemis-diseardedand no longer used by the Department-of Personnel-Division

of Human Resource Management.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:



The retention period meets administrative values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Compensation, Classification and Recruitment.

Justification for Modification of RDA 2002140:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses all components of
the records series more accurately. In addition, staff recommends removing “test resulting from them is discarded
and...Department of Personnel” and replacing it with “examinations are ... Division of Human Resource Management”
while removing “this record series” and “a period of” in the retention statement to make a more defined and accurate
trigger event.

H. Title: Individual Classification Study Folders RDA: 2002141

Description:

This-recotd-seties-administers-and-doeurments These records document the process of evaluating changes needed for

elassspeeifieationsdueto an individual position or group of positions requested for upgrade-or reclassification as

required-by i1 accordance with NRS 284.160 and NAC 284.126. Fherecordinecludesbutisnotlimited-to-Copies-of
The records may include but are not limited to: forms and reports, with-suppertive-material Aaudit notes, and

workpapers, and; associated documentation, and related correspondence.

Authorized Retention:

Retain thesereeotrds for aperiod-of five (5) calendar years from the end of the calendar year in which the sfteranew

superseding study was reported to the Personnel Commission for action.

Recommended Disposition:
Destroy

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Compensation, Classification and Recruitment.

Justification for Modification of RDA 2002141:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses all components of
the records series more accurately. In addition. staff recommends removing “after a new.” and replacing it with “from

the end of the calendar year in which the” while removing “these records” and “a period of” in the retention statement
to make a more defined and accurate trigger event.

I. Title: Occupational Studies/Class Specification Maintenance Reviews RDA: 2002071

Description:
This-recotd-seties-administers-and-doeuments These records document occupational studies and class specification
maintenance reviews conducted by the Department-ofRersonnel Division of Human Resource Managementin

accordance with NRS 284.139 to 284.172 and NAC 284.126 to 284.152. The-record-maycontainbutisnotlimitedto:
GCopies-of The records may include but are not limited to: forms and reports with-suppertive-materiakAaudit notes,

and work papers, and; associated documentation, and related correspondence.

Authorized Retention:



Retain these-teeotds for a-petiod-of five (5) calendar years from the end of the calendar year in which the
afteranew superseding study or class specification maintenance review was reported to the Personnel
Commission for action.

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Compensation, Classification and Recruitment.

Justification for Modification of RDA 2002071:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses all components of
the records series more accurately. In addition. staff recommends removing “after a new.” and replacing it with “from
the end of the calendar year in which the ... or class specification maintenance review” while removing “these records”
and “a period of” in the retention statement to make a more defined and accurate trigger event.

J. Title: Recruitment Files RDA: 1987025

Description:

This-recotd-seties-is-used-to-documentverify;and-eontrol These records document the application process for state
positions. The fites records may include but are not limited to: lists for candidates passing, those passing below grade
(GBP), scheduled for examination but did not appear (DNA), and-rejected applications,; applications with associated
documentation,; addendums, examination materials, schedule notices, grade notifications,; Fraining and Eexperience
forms, Pphysical Pperformance forms,; letters to applicants, list of applicants, associated documentation, and; related
correspondence.

Authorized Retention:
Retain these-teeotds for a-petiod-of three (3) calendar years from the end of the calendar year in which the

application was dated. date-ofappleation:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Compensation, Classification and Recruitment.

Justification for Modification of RDA 1987025:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses all components of
the records series more accurately. In addition, staff recommends removing “date of application.” and replacing it with
“end of the calendar year in which the application was dated” while removing “these records” and “a period of” in the
retention statement to make a more defined and accurate trigger event.

K. Title: Recruitment History Files RDA: 1987026

Description:

Thisreeord-seriesis These records contain a history of the process of recruiting for a specific job class, including the
establishment of criteria for the position, examinations used, and pertinent notes. The records may include but are not
limited to: job class specifications,; input from the hiring agency,; job announcements, announcement formats,;



applicant history sheets, chronology log sheets, examination plans, statistics and eligible lists, associated
documentation, and; related correspondence.
Authorized Retention:

Retain thesereeords for aperiod-of three (3) calendar years from the end of the calendar year in which the Ilist is
Issued. date-ofissue-ofthelist.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Compensation, Classification and Recruitment.

Justification for Modification of RDA 1987026:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses all components of
the records series more accurately. In addition, staff recommends removing “date of issue of the list.” and replacing it
with “end of the calendar year in which the list is issued” while removing “these records” and “a period of” in the
retention statement to make a more defined and accurate trigger event.

L. Title: Oral Examination Rating Sheets RDA: 1987024

Description:
These records document the oral examination process of applicants. This-record-series-containthe The records

may include but are not limited to: rating sheets, efan-oral-examinationand-the comments of the board membets,
pertainingto-the-eandidate’s-performanee. associated documentation, and related correspondence.

Authorized Retention:
Retain theeteeotds for a-period-for three (3) calendar years from the end of the calendar year in which the date-of-the
test-examination was conducted.

Recommended Disposition:
Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Compensation, Classification and Recruitment.

Justification for Modification of RDA 1987024:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses all components of
the records series more accurately. In addition, staff recommends removing “date of the test.” and replacing it with
“end of the calendar year in which the examination was conducted.” while removing “thee records” and “a period for”
in the retention statement to make a more defined and accurate trigger event.

3. Secretary of State, Securities Division

A. Title: Administrative Enforcement Action Record Eiles RDA: 1989228

Description:
These records document formal enforcement actions taken by the Division (See NRS 90.780). Thefiles-may-eontain;but

9



are-notlimited-to: The records may include but are not limited to: Sorders, subpoenas, notices, pleadings and
sirntale hearing documentation, associated documentation, and ;s Rrelated correspondence.

Authorized Retention:

Retain these-teeotds for a-petiod-of six (6) calendar years from the end of the calendar year in which the action file
was closed. -to-which-they-pertain-

Recommended Disposition:
Destroy

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Securities Division.

Justification for Modification of RDA 1989228:

Title corrections are to provide a more accurate description of the record series. Staff recommends the additions and
deletions to the description to ensure the verbiage encompasses all components of the records series more accurately. In
addition, staff recommends removing “to which they pertain.” and replacing it with “in which the action file was
closed.” while removing “these records” and “a period of” in the retention statement to make a more defined and
accurate trigger event.

B. Title: Exemption Records Files RDA: 1989229

Description:

Thisrecord-serieseonsistsof These records document notices of claims for exemption from registration under
Nevada securities law (See NRS 90.520 through 90.560 and NRS 90.780). The-files-may-eontain; butarenotlimitedto:

The records may include but are not limited to: Eexemption claims with supportive documentation,;
Bdetermination records,; Efrmal notices and findings,; associated documentation, and Rrelated correspondence.
Authorized Retention:

Retain thesereeotrds for aperiod-of six (6) calendar years from the end of the calendar year in which the claim
exemption expired. -to-which-they-pertain.

Recommended Disposition:
Destroy

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Securities Division.

Justification for Modification of RDA 1989229:

Title corrections are to provide a more accurate description of the record series. Staff recommends the additions and
deletions to the description to ensure the verbiage encompasses all components of the records series more accurately. In
addition, staff recommends removing “to which they pertain.” and replacing it with “in which the claim exemption
expired.” while removing “these records” and “a period of” in the retention statement to make a more defined and
accurate trigger event.

C. Title: Investigative Records Eiles RDA: 1989230

Description:

10



These records document investigations by the Division in determining whether there have been violations of Nevada

securities laws (See NRS 90.170, 1987 and NRS 90.780). Fhefiles-mayecontainbutarenotlimited-to: The records may
Include but are not limited to: complaints with-asseciated-doeumentation,; Iinvestigation records including reports,;

associated documentation, and Rrelated correspondence.

Authorized Retention:

Retain thesereeotrds for aperiod-of six (6) calendar years from end of the calendar year in which the case closed. the
elose-ofthe-ease:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Securities Division.

Justification for Modification of RDA 1989230:

Title corrections are to provide a more accurate description of the record series. Staff recommends the additions and
deletions to the description to ensure the verbiage encompasses all components of the records series more accurately. In
addition, staff recommends removing “the close of the case” and replacing it with “end of the calendar year in which the
case closed” while removing “these records” and “a period of”” in the retention statement to make a more defined and
accurate trigger event.

D. Title: Registration Records Eiles RDA: 1989232

Description:

These records document the registration of securities (See NRS 90.460 through 90.560 and NRS 90.780). Fheftles-mas
contain;butarenotlimited-to: The records may include but are not limited to: Rregistration,-documentation,;
Ooffering circulars,; associated documentation, and Rrelated correspondence.

Authorized Retention:

Retain thesereeotrds for aperiod-of six (6) calendar years from the end of the calendar year in which the registration
expired. expirationoftheregistration.

Recommended Disposition:
Destroy

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Securities Division.

Justification for Modification of RDA 1989232:

Title corrections are to provide a more accurate description of the record series. Staff recommends the additions and
deletions to the description to ensure the verbiage encompasses all components of the records series more accurately. In
addition, staff recommends removing “expiration of the registration” and replacing it with “end of the calendar year in
which the registration expired.” while removing “these records” and “a period of” in the retention statement to make a
more defined and accurate trigger event.

E. Title: Waivers and No-Action Letters Records Eiles RDA: 1989233
Description:

11



These records document the requests for waivers and the granting of such waivers advising the soliciting person that the
Division staff will not recommend the administrator take any enforcement action if the transaction is carried out under a

described set of facts (See NAC 90.316). Thefiles-mayconsistofbutisnotlimitedto: The records mzymc]ude but

are not limited to: Rrequests with supportive documentation,; Wwaivers,; Nato-action Eletters,; associated
documentation, and Rrelated correspondence.

Authorized Retention:

Retain these-reeotds for a-petiod-of six (6) calendar years from the end of the calendar year in which the waiver was
dated. date-ofinactivation.

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Securities Division.

Justification for Modification of RDA 1989233:

Title corrections are to provide a more accurate description of the record series. Staff recommends the additions and
deletions to the description to ensure the verbiage encompasses all components of the records series more accurately. In
addition, staff recommends removing “date of inactivation.” and replacing it with “end of the calendar year in which the
waiver was dated.” while removing “these records” and “a period of” in the retention statement to make a more defined
and accurate trigger event.

4. Department of Health and Human Services, Division of Welfare and Supportive Services, Program and
Field Operations

A. Title: ComputerRepottsfor-Benefit and Support Services Program: Reports RegalatlySeheduled
RDA: 2006188

Description:
This These records serieseontains document reports printed-eitheronaregularbasisoruponrequestand used to

administer the Benefit and Support Services Program. The reports may contain but are not limited to: participant
Information, participant pzymcntmfonnztzon participation statistics, vendor payment information, other
rc]z ted cxpcncﬁturc Information, associated documentation, and related correspondence. Fhesereportsinelade

Authorized Retention:
Retain thesereeords for a—peﬂeel—ef three (3) federal fiscal years from the end of tbc federal fiscal year in which the
report was submitted.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, fiscal, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services, Division of
Welfare and Supportive Services, Program and Field Operations.

Justification for Modification of RDA 2006188:
Staff recommends changing the title to reflect the records being produced more accurately. Staff recommends the
additions and deletions to the description to ensure the verbiage encompasses all components of the records series more

12



accurately and removes procedural notations. In addition, Staff recommends removing “date of submission of the
quarterly, annual or final expenditure report.”. and replacing it with “end of the federal fiscal year in which the report
was submitted. while removing “these records” and “a period of” in the retention statement to make a more consistent
and defined trigger event.

B. Title: Eligibility Case Files (District Offices) RDA: 2002133

Description:

This These records document an applicant’s seties-is-used-in-the-administration-of the-ineome-and cligibility
verification process for vatious programs WIZ‘IHI] the Division as required by 42 U S.C. § l320b 7 of the Federal
Social Securlty Law. : : 3

—The records may contain but are not
]1m1tcd to: applications, Social Security Number verifications from the Internal Revenue Service (IRS), wage
information frem submitted by applicants, wage information-frem submitted by employers, Ecitizenship or
immigration status forms, verifications from the Immigration and Naturalization Service (INS), approval notices,
cotrespondenee; memos, referrals, medical/psychological materials, Medicaid forms, and ERSBDF{Early Periodic
Screening, Diagnosis and Treatmenty (EPDST) information, #retinaseparatefolder—The filemayalsocontaincopies
of Pplanning/ Supplemental Secutity Income (SSI) inventoties and assessments, miseellanesus SSI forms and
miseellaneocus legal materials, associated documentation, and related correspondence.

Authorized Retention:

Retain thisrecotdsetiesinpaperand/otelectronieformatfor three (3) calendaryears fom the end of the calendar
year in which the case was closed. plas-thirty-daysafterelosure-date-of-the-ease:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services, Division of
Welfare and Supportive Services, Program and Field Operations.

Justification for Modification of RDA 2002133:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses all components of
the records series more accurately and removes procedural notations. Staff recommends the removal of “The case
record may contain more than one file and consist of information in electronic format as well as paper -- the paper file
does not necessarily contain all of the information” as it is more informational for records users about the nature of the
recotrd. Staff also recommends removing “this record seties in paper and/or electronic format” and “plus thirty days
after closure date of the case.” and replacing it with “from the end of the calendar year in which the case was closed” to
establish a more consistent and defined trigger event.

C. Title: Investigation Files: Administrative Action RDA: 2006184

Description:
TFhis These records settes documents the investigations ease-fles where administrative action is taken is regarding te
eligibility for assistance as required by 42 USC 5.1396a {see-espeeially{ay#-39) and NRS Title 38 "Publie- Welfare"of

Nevada—Remsed%fﬁe&es—@é—R—S—Gh&pfeﬁJQ—Z—ehfeﬁgh%%B) The rccords ﬁles—may contain but are not 11m1ted to:

efﬁ—eepies—ef ﬁnanc1al documents, fédcrz] govemment progmm documents supportzvc documentz tion ﬁrom a

recipients case fileeopiesof doecumentsfromreeipientfiles, investigative reports, associated documentation, and
related cotrespondence. and-similar-doeaments:
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Authorized Retention:

Retain these-reeotds for a-petiod-of three (3) federal fiscal years from the end of the federal ﬁsczl yczr m which the
investigation was submitted and/or closed.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, fiscal, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services, Division of
Welfare and Supportive Services, Program and Field Operations.

Justification for Modification of RDA 2006184:

Staff recommends changing the title to reflect the record being produced more accurately and to differentiate it from
other similar records series. Staff recommends the additions and deletions to the description to ensure the verbiage
encompasses all components of the records series more accurately.

Staff recommends removing “date of submission of the quarterly, annual or final expenditure report” and replacing it
with “end of the federal fiscal year in which the investigation was submitted and/or closed.” while removing “these
records” and “a period of” in the retention statement to make a more consistent and defined trigger event.

D. Title: Investigation Files: Criminal Action RDA: 2003195

Description:

This These records sertes documents thedinvestigations conducted to determine whether benefits or eligibility are
appropriate and valid in accordance with the provisions of 42 USC 5.1396a and NRS Title 38 "Publie- Welfare"of
NevadaRevised Statates (INRS-Chapters422-through432B) which were rereferred the Medicaid Fraud Control Unit or
District Attorney for criminal action. Fheseriesmayincladefiles-pertainingtorecipientsand-providers: The records
ﬁ-les—may mclude but are notlmuted to: referrals requestmg 1nvest1gat10r1 eepies—ef—eempﬂfef—pﬂmeﬁfs—é&em—fhe

gevefﬁmeﬁ&elee&feﬂiet&fefmﬂﬂeﬁ—sysfemﬁ)—eep}es—&e&rf&dcmL stz te, znd Ioczl govcmmcnt progmm docamcu ts,

provider files, eepiesfrom recipient files, follow-up forms (documenting reasons for action, discovery, review findings,
case information, and staff comments), investigative reports, determinations, associated documentation, and related
correspondence and-similar-doeuments.

Authorized Retention:

Retain for aperied-efsix (6) calendar years from the end of the calendar year in which the investigation was closed or

otherwise finalized.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services, Division of
Welfare and Supportive Services, Program and Field Operations.

Justification for Modification of RDA 2003195:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses all components of
the records series more accurately and concisely. This is particularly true with regards to the use of the words “copy”
and “printout” which are considered non-records for records management purposes. In addition, staff recommends
removing “a period of” in the retention statement to make a more concise trigger event.
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E. Title: Investigation Files: Dropped & Civil Action RDA: 2003194

Description:

This These records sertes documents—the finvestigations conducted to determine whether benefits or eligibility are
appropriate and valid in accordance with the provisions of 42 USC s.1396a and NRS Title 38 "Publie Welfare™of
NevadaRevised Statates (INRS-Chapters422-threugh-432B) which were closed threugh-administrative-aetion (dropped
due to lack of cause or other similar reasons) or were rereferred zo the Medicaid Fraud Control Unit or District Attorney
for civil action. Fhe-seties-may-incladefiles-pertaining-toreecipients-and-providers. The records fles-may include but
are uotbmztcd to: referrals requesmng 1nvest1gat10n eepies—ef—eemp&eer—pf&&eﬂfs—&fe&ﬁhe%eeﬁl%eeaﬂfy

fﬂ%efm&ﬁeﬂ—&ysfemsa—eepies—&em—fédcml sta tc and 10c21 govemment program documents prov1der files, eeptes

frem recipient files, follow-up forms (documenting reasons for action, discovery, review findings, case information, and
staff comments), investigative reports, determinations, 2ssociated documentation, and related correspondence and

Authorized Retention:

Retain for aperied-of-three (3) calendar years from the end of the calendar year in which the investigation was closed or
otherwise finalized.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services, Division of
Welfare and Supportive Services, Program and Field Operations.

Justification for Modification of RDA 2003194:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses all components of
the records series more accurately and concisely. This is particularly true with regards to the use of the words “copy”
and “printout” which are considered non-records for records management purposes. In addition, staff recommends
removing “a petiod of” in the retention statement to make a more concise trigger event.

F. Title: Medical Assistance to the Aged, Blind and Disabled (MAABD) Service Case Files
Reeord- RDA: 2002134

Description:

This These records series document services provided to customers participating in the administers thereeipients
eligible-to-reeceive-benefits-under-the"Medical Assistance Add to the Aged, Blind and Disabled® (MAABD) program
authorized by 42 U.S.C. § §1381 et seq of the Social Securlty Act. The-easerecord-mayconsist-of more-than-onefileand

rot-appes apet: The case file may include but are not Iimited to: ()
MAABD Actlon Forms fﬁe}udiﬂg—euffeﬂ{—Aeﬁeﬂ—Eem Nouoe of Decision forms, P/L Notification - forms, 2} Baek-
MAABD Bhudget information, Social Security Bbenefit Rrecords, Supplemental Secutity
Income (SSI) Bbudgets, Hhome/Ecommunity Bbased Wwaivers, Prior Medical Requests, CartentSDXA("State Data
Exchange (SDX) information s Vital-Statistes-download), Eeligibility Pdata Echange, Ecase Feransfers, ¥ voluntary
Rreductions, Wwithdrawals, or Ferminations of Aassistance, {3); Medicaid Eeligibility including current Medicaid

Hhistory and Eeligibility Bdocument, @—%ﬁeﬁp@ﬁéeﬁeeﬂ&ehémg—SDX—}E%LS—&fmeme—Eee&eﬂﬂeﬂﬁeaﬂeﬁ
System);-and-mise—forms, {5); Conference/H hearings-ineluding decisions, hearing summaryies, requests for
conferences, and-mise—correspondence;

{6); Ecase Nnarratives seetionrinelades; Efuture Aaction forms, Nnarrative Rrecord forms,

P-Current RD—Prior RD-RD—= Redeterminationy-seeton;-Original Aapplications and-similar-doeuments; {8);
Permanentsectioninelading-Current ESD(Employment Security Division (ESD) informationyptinteut,
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Bdisability/Eincapacity Bdetermination forms, Fhird Pparty Mmedical Ecoverage forms, Mmedical/Hnsurance
Ssubrogation forms, Pphysician Sstatement forms, verifications, Aasset information, Rresource verification,;
/Hdentification information ineluding-eopy-of-Social Security information Card, martiage certificates, divorce decrees,
death certificates, and-Aauthorized Reepresentatives forms, associated documentation, and related correspondence.

Authorized Retention:

Retain thisrecotdsetiesinpaperand/otelectronieformatfor three (3) calendaryears fom the end of the calendar

year in which the case was closed. phas-thirty-daysafter-elosure date-of theease:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services, Division of
Welfare and Supportive Services, Program and Field Operations.

Justification for Modification of RDA 2002134:

Staff recommends the additions to the title to ensure the title is as explanatory as possible regarding the records series.
In addition, staff recommends the additions and deletions to the description to ensure the verbiage encompasses all
components of the records series more accurately and removes procedural notations. Staff also recommends removing
“this record seties in paper and/or electronic format” and “plus thirty days after closure date of the case.” and replacing
it with “from the end of the calendar year in which the case was closed” to establish a more consistent and defined
trigger event.

G. Title: Supervisory Reviews RDA: 2003191

Description:

These records seties document provides-managementwith the review of case files regarding information used to
evaluate the effectiveness of eligibility determinations and i#t-deeuments-the compliance of the eligibility staff with federal
laws and regulations (see 42 U.S.C. § 1396a (30)fot-example)-and the state plan{see-NRS Chapter 422). The records
files-may eensist-of include but are not limited to: eopies-of-computerreports, reports, associated documentation,

and related correspondence. related-correspondenceand-similar doeuments.

Authorized Retention:

Retain thesereeords for aperiod-of three (3) federal fiscal years from the end of the fiscal year in which the review was
completed. to-vwhichtheypertain:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services, Division of
Welfare and Supportive Services, Program and Field Operations.

Justification for Modification of RDA 2003191:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses all components of
the records series more accurately. In addition, staff recommends removing “to which they pertain”. and replacing it
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with “in which the review is completed” while removing “these records” and “a period of” in the retention statement to
make a more defined and concise trigger event.

H. Title: Temporaty Assistance for Needy Families (IIANF) Case Files (District Offices)  RDA: 2004071

Description:

These records seties-document is-used-by-the-ease-wotkerinthe Distriet Offices-of the-Welfare Divistonin the
administration of the Temporary Assistance for Needy Families (TANF) program as authorized by 42 U. S C.§§601 et

seq (Tltle IV Part A of the Social Securlty Act)

5 atton— T he
record may contain but are not 11m1ted to: apphcamons el1g1b1hty documents, approval notices, eeffes?eﬂdeﬂee

memos, refetrrals, medical/psychological materials, Medicaid forms, eepies-of-computerprintouts;and-similar

doeurnents: associated documentation, and related correspondence.

Authorized Retention:

Retain thisreeerd-series for three (3) calendar years from the end of the calendar year in which the case was closed.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services, Division of
Welfare and Supportive Services, Program and Field Operations.

Justification for Modification of RDA 2004071:

Staff recommends the additions to the title to ensure the title is as explanatory as possible regarding the records series.
Staff recommends the additions and deletions to the description to ensure the verbiage encompasses all components of
the records series more accurately and removes procedural notations. In addition, Staff recommends removing “this
records series” in the retention statement to make a more defined and accurate trigger event.

Discussion and Vote:

Kim Perondi asked about the retention period change for item 2F. Heather Hahn explained that the records were
superseded almost every year as it was a living document. The proposals in Attachment C were approved as
presented. The motion for item 3 was made by Harry Ward and the second was by Maureen Martinez. Kim Perondi
abstained from the vote on item 3 because the modified RDAs were Agency Specific for the Secretary of State’s
office; the remaining votes were unanimous for the members present. The motion for items 1, 2, and 4 was made by
Harry Ward and the second was by Alisanne Maffei. The vote was unanimous.

6: Attachment D. Proposed Deletion RDAs for Agency Specific Records Retention Schedules

1. The Medical Examiner’s Board

A. Title: ComplaintFiles—— RDA: 20664113

Description:

Authorized Retention:
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Recommended Disposition:
DestroySecurely

Agency review:
The appraisal is supported by the Records Officer and the Deputy Executive Director of the Medical Examiner’s Board.

NSLAPR staff recommendation:
Delete this RDA.

Justification for Deletion of RDA 2006113:
The Board and staff recommend deleting this RDA and following the General Schedule RDA 2006054 Licensing;:
Professional and Occupational Licensing — Investigations, which encompass complaint files. In addition, following the
General Schedule in lieu of RDA 2006113 will meet the legal requirements set out in:
NRS 630.307 “General requirements for filing complaint; medical facilities and societies required to report
certain information concerning privileges and disciplinary action; administrative fine for failure to report; clerk
of court required to report certain information concerning court actions; retention of complaints by Board.”

Subsection 7, “The Board shall retain all complaints filed with the Board pursuant to this section for at least 10
years, including, without limitation, any complaints not acted upon.”

2. Department of Administration, Human Resource Management, Compensation, Classification
and Recruitment

A. Title: OralExaminatonReecordings RDA: 1987023

Description:

Recommended Disposition:

NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Compensation, Classification and Recruitment.

Justification for Deletion of RDA 1987023:
The Department of Administration, Human Resource Management no longer creates these records, and all records have
been destroyed per retention.

3. Secretary of State, Securities Division

A. Title: AthletieAgentinvestigationand DiseiplinaryFiles RDA: 2007676

Description:
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Recommended Disposition:
DestroySeeurely

NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Securities Division.

Justification for Deletion of RDA 2007070:

This series has two retentions it is recommended this record series be deleted and the agency follow one or more of the
following, as applicable: General Schedule: RDA 2006054 “Licensing: Professional and Occupational Licensing-
Investigations”, and RDA 2018025 “Licensing: Professional and Occupational Licensing- Disciplinary”.

B. Title: Athletie AgentRegistrationFiles RDA: 2067069

Description:

Recommended Disposition:

NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Securities Division.

Justification for Deletion of RDA 2007069:

Staff recommends this record series be deleted and the agency follow one or more of the following, as applicable:
General Schedule: RDA 2006054 “Licensing: Professional and Occupational Licensing- Investigations”, and RDA
2018025 “Licensing: Professional and Occupational Licensing- Disciplinary”.

C. Title: LicensingFiles RDA: 1989231

Description:
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Authorized Retention:

Recommended Disposition:

NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Securities Division.

Justification for Deletion of RDA 1989231:

Staff research indicated that retention is based only on 11.190 periods of limitation. There are no other justifications for
keeping this series on an agency specific schedule. It is recommended this record series be deleted and the agency follow
one or more of the following, as applicable: General Schedule: RDA 2006059 “Licensing: Professional and Occupational
Licensing- Application”, RDA 2014205 “Licensing: Professional and Occupational Licensing- Renewal”, RDA 2006054
“Licensing: Professional and Occupational Licensing- Investigations”, and RDA 2018025 “Licensing: Professional and
Occupational Licensing- Disciplinary”.

4. Department of Health and Human Services, Division of Welfare and Supportive Services,
Program and Field Operations

A. Title: ComputerReportsforBenefitand-SupportServiees-Statistieal RDA: 2066189

Description:

Recommended Disposition:

NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Records Officer for the Department of Health and Human Services, Division of
Welfare and Supportive Services, Program and Field Operations.

Justification for Deletion of RDA 2006189:

According to the agency, the records produced in this records series are the same as RDA 2006188 Computer Reports
for Benefit and Support Services Regularly Scheduled. In addition, the State Archives has determined they no longer
want the reports transferred to the Archives for permanent retention as they hold no historical value. Staff recommends
the deletion of this records series. All legal and administrative needs will be met with RDA 2006188 Computer Reports
for Benefit and Support Services Regularly Scheduled.

B. Title: InvestgatonFime Studies RDA: 2006185

Description:
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Recommended Disposition:

NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Records Officer for the Depattment of Health and Human Services, Division of
Welfare and Supportive Setvices, Program and Field Operations.

Justification for Deletion of RDA 2006185:
According to the agency, due to the adoption of a new tracking system, these records no longer hold any administrative
value and therefore are no longer created. Staff recommends the deletion of this records series.

7: Attachment E. Proposed New, Modification, and Deletion of RDAs for General Records Retention Schedule

8: Discuss future agenda items

9: Public Comment

There was no public comment made by mail, email, or telephone leading up to or during the meeting.

10: Determine time of next meeting

The next meeting will be held November 17, 2020 at 1:15 pm in the Nevada State Library and Archives Board Room.

11: Adjourn

The meeting was adjourned at 1:49 pm by the Chair, Kim Perondi.
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